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May 31, 1966 



Mr. John A. Humphry 
Director 

Brooklyn Public Library 
Brooklyn, New York 



Mr. Harold W. Tucker 
Chief Librarian 

Queens Borough Public Library 
Jamaica, New York 

Mr. Edward G. Freehafer 
Director 

The New York Public Library 
New York, New York 



Gentlemen : 



We are pleased to submit herewith our final report on in- 
ter loan procedures in the public library systems of New York City 
and our recommendations for the future development of these 
services in the thr^e libraries. 

Throughout the course of this survey, we have enjoyed the 
full cooperation of the public service staffs of your libraries and 
wish particularly to express our appreciation to those who have 
responsibility for the performance of the functions included in this 
study We now stand ready to assist in any way you may think 
appropriate the implementation of all or parts of the recommen- 

dations made in this report. 



Yours very truly, 

NELSON ASSOCIATES, INCORPORATED 
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INTRODUCTION 

This report contains the results' of a study to design a communi- 
cations network to facilitate interloan and/or requests for holdings in- 
formation in the three public library systems in New York City the 
Brooklyn Public Library, the Queens Borough Public Library and The 
New York Public Library — undertaken in the Spring of 1966. 




Five basic objectives were established for the study: 



1. to determine the optimum network (i.e. , hierarchy of 
searches) for satisfying the needs of a public library pa- 
tron in New York City who does not find the book(s) he 
wants on the shelves of the agency he visits and who 
wishes that agency to secure the desired material through 
interloan; 




2. to propose the communications equipment this network 
should utilize for transmitting requests, searches and 
responses; 



3 . to describe under what circumstances and in what manner 
this network should be used to provide city-wide data in 
response to telephone and in-person requests for holdings 
information; 

4. to prescribe the system compensations, if any, that should 
govern intersystem lending resulting from the establish- 
ment of any recommended network; and, 



5. to suggest how any recommended communications network 
should be organized and prepare an approximate timetable 
for implementing the plan. 

c 

The scope of the study was defined to include an assessment of 
future interloan requirements within and among the three library systems 
as a factor in the basic network design. 

The Reference Department of The New York Public Library is not 
-included -in the scope of the survey. 
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The methods employed in pursuit of the objectives outlined above 
included: • ^ 



interviews with personnel of the interbranch loan units 
in each system', with publie^e rvice , technical processing 
and telephone reference personnel in each system center, 
with librarians at regional or district libraries in each 
system and with a selected sample of agency librarians 
throughout the city; 



analysis of system data relevant to current and historical 
patterns of interlibrary and interbranch loan and telephone 
requests for holdings information, including, if available, 
data on the pe rcentage of requests that are filled at the 
system level and the average time required to effect an 
interbranch loan; and, 



review of alternative communications equipment for the 
interloan network with special emphasis on the cost, speed 
and volume capacity of the various available devices. 



The body of this report contains the findings, conclusions and 
recommendations of the study. Tlfe supporting appendixes present 
the details of -data obtained in the course of the intensive analysis of 
current interloan procedures, in each of the library systems. 



Grateful acknowledgment is made of the untiring cooperation and 
assistance of numerous staff members of the three’public libraries. 
Special thanks are due to Walter Curley, Director of the Suffolk Cooper- 
ative Library System and Robert D. Smith of the Engineering Staff of the 
New York Telephone Company for their invaluable guidance in the in- 
vestigation and evaluation of alternative communications equipment. 
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TEXT 



The sections which follow present the findings, conclusions 



and recommendations of the study. This discussion relies heavily upon 



braries contained in the Appendixes A, B and C. For each system, the 
relevant appendix reviews the types of interloan requests handled by 
the system, the volume of such requests, the procedures followed in 
processing interbranch loan requests, the nature of current interbranch 
loan communications, the time required to fill requests for material 
through interbranch loan, the forms used in the processing of inter- 
branch loan requests, the system's experience with interlibrary loan 
requests and, finally, the servicing of telephone calls of inquiry to the 
system's union or public catalog. In addition, each appendix contains 
% an extensive flow chart that depicts the hierarchy of searches, prepara- 
tion of forms, system communications and professional efforts that may 
result from the most common type of interbranch loan request, the 
author /title request. 

INTERLOAN ACTIVITIES 

The interloan activities in the public libraries of New York City 
that were of prime concern in this survey include the handling of re- 
quests for material on interlibrary loan originating within each of the 
systems and the processing of system interbranch loans. Activities 
related to the handling of inte r library loan requests received from 
sources outside the immediate service areas of the three libraries 
were not part of the focus of the study. 



partment as the central coordinating unit for meeting the inter library 



the wprk load of the IBL offices. The task of all three units is almost 
exclusively the processing of requests for material on interbranch loan. 



205, 000 interbranch loan requests annually. tese requests fall into 



the detailed descriptions of interloan procedures in the three public li- 



E<ach library maintains an interbranch loan (IBL) office or de - 



and inte rb ranch loan requirements of the patrons of the system. As 
the appendixes indicate, however, the servicing of patrons' requests 
for materials on interlibrary loan constitutes a minute percentage of 



The three systems receive a combin 




total of approximately 
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several distinct categories. Depending on the system, a particular 
request will be one of the following types: author /title, subject, pic- 

ture, foreign language title, music score or multiple copy request. 
These requests are distinguished not only in the nature of the material 
requested but also in the procedures followed in attempting to fill 
them. Just as interbranch ln.n requests account for the great bulk 
of system interloan activity, so too do author/title requests represent 
the major portion of interbranch loan operations in the three libraries. 

The libraries are able to fill an estimated 78% to 87% of the ' 
requests received for material on interbranch loan. The large majority 
of unfilled requests fall into the author /title category. The three li- 
braries do not currently engage in intersystem borrowing to attempt to 
satisfy interbranch loan requests that cannot be filled in the system in 
which they originate. Such intersystem loaning experiments were car- 
ried out in the late 1950's and early 1960's but were discontinued as a 
result of procedural difficulties. As Appendix D indicates, the librar- 
ies could service as much as 15% to 25% of author/title requests that 
are unfilled because the desired material is not held if they established 
a cooperative procedure for intersystem loans. Such unfilled requests 
represent from 9% to 18. 5% of’ all interbranch loan requests received. 

The levels of inter loan activity within and among the three sys- 
tems would undoubtedly be altered in the event the libraries adopted 
union book catalogs to replace the non-union card catalogs in their 
agencies. It is unrealistic to predict, in advance of such a conversion, 
the precise nature and extent of the changed interloan demands. 



SYSTEM DIFFERENCES IN INTERBRANCH 
LOAN PROCEDURES 

The three systems exhibit wide differences in the procedures 
each has developed for the routing of author/title interbranch loan re- 
quests from neighborhood agencies to the central interbranch loan unit, 
for the distribution and transmission of requests from this central 
unit to agencies or collections holding the desired titles and for the 
placement of reserves in the course of processing requests against the 
resources of the system. These differences are the natural conse- 
quence of basic dissimilarities in the number and organization of ser- 
vice agencies in each library, in the historical development of agency 
collections and in the volume of interbranch loan requests generated by 
patrons of the system. 
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Thus, the library with the most agencies, the largest book- 
stock in its regional collections 1 and the highest annual volume of inter - 
branch loan requests, routes agency requests through regional offices, 
distributes request forms from the central interbranch loan unit for 
shelf searching only to the regional collections, limits the circulation 
of requests that cannot be filled from a. regional collection to a tele- 
phone procedure involving only a percentage of the agencies known to 
hold the title, and places reserves at the last stage in the request pro- 
cessing cycle. On the other hand, the library with significantly fewer 
agencies, no regional or central interbranch —l-oan- collections and an 
annual volume of interbranch loan requests that is less than 40% of 
the highest volume, routes agency requests directly to the central IBL 
office, provides for the rapid distribution of request forms for shelf 
searching to all agencies and collections in the system known to hold 
the title, culminates this circulation of requests among holding agencies 
with a comparatively extensive telephone procedure when unfilled 
requests are returned to the central unit, and places reserves 
at the last stage in the request processing cycle. The third library, 
with approximately the same number of agencies as the system just 
referred to, with regional collections and a central interbranch loan 
collection less than 30% of the bookstock of the regional collections of 
the first system referred to and the lowest annual volume of requests, 
routes agency requests through regional offices, precedes the distri- 
bution of request forms with a telephone procedure involving the re- 
gional and regional office agency collections, distributes request forms 
for shelf searching to all agencies in the system known to hold the title 
and places reserves at the earliest possible stage in the request pro- 
cessing cycle. The third library's interbranch loan procedure can be 
viewed as lying somewhere between those of the other two systems, 
combining, as it does, the use of regional backup collections alongwith 
a scheme for routing request forms to all agencies holding the title for 
shelf searching. 

A comparative evaluation of the divergent procedures followed 
by each of the libraries in attempting to fill patrons' requests for ma- 
terial on interbranch loan is outside the scope of this study. It is per- 
tinent, however, to indicate in general terms effects of the basic pro- 
cedural differences outlined above and detailed in the appendixes on the 

1 These collections are designed to supplement the resources of agen- 
cies within the region or system and are available to patrons only 
through interbranch or circuit loan. 
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time that is required to fill interbranch loan requests. The exclusive 
or nearly exclusive use of substantial reserve collections, either at the 
regional or central level, to meet interbranch loan requests provides 
the opportunity for very rapid servicing of a percentage of requests 
received but tends to increase the overall average time required to fill 
requests, since some portion of requests received can only be serviced 
by placing reserves on the desired titles at these collections. On the 
other hand, the complete or nearly complete reliance on the tota 

resources of the agencies of the^Tystenrto service interbranch loan 

requests reduces the average time required to fill requests, since 



requests icu.u.^^0 * 

fewer reserves tend to be placed to fill requests, but precludes very 
rapid servicing of most requests. Of course, the significance of the 
advantages and disadvantages of both approaches varies with increases 
in the volume of requests received, other things being equal. Gener- 
ally speaking, as the volume increases in the first case, the number 
of requests filled by placing reserves against the backup collections 
also increases, thereby lengthening the average time required to ser- 
vice interbranch loans. As the volume increases in the second case, 
routing requests to all agencies in the system holding the title places 

excessive demands on agency staffs, resulting in greater de ays. 

Unfortunately, the libraries have not maintained interbranch loan sta- 
tistics in a form that would enable them to determine, at various leve s 
of interbranch loan activity, the combination of regional collections 
and system -wide searching that would constitute the most effective ap- 
proach for servicing patrons' interbranch loan requirements. 



The detailed descriptions of interbranch loan procedures and 
the system flow charts contained in Appendixes A, B and C provide a 
basis for reviewing the libraries' current practices in servicing re- 
quests. Each of the systems has developed some steps in the procedures 
which appear to reduce the amount of staff effort that must be expended 
and/or the average time required to service interbranch loans. A com- 
parison by each library of the differences between its own practices and 
those followed in the other two systems may reveal opportunities for 
profitable revisions in current routines for processing interbranch loan 

requests. 



RECOMMENDATIONS 



The framework for the future development of interloan opera- 
tions in the public libraries of New York City is seen within the context 
of the following recommendations. 
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Interbranch Loan Procedures 

l < E ach of the libraries with collections maintained specifi- 
cally to service interbranch loan requests should 
install telex equipment for the transmiss ion of requests, 
search orders and responses between those collections 
and the central interbranch loan office or department. 

The libraries should install automatic send- receive TWX 
equipment having a rated capacity bf 100 words-per-minute to 
effect these interconnections. Heavy-duty models of such 
equipment should be installed at the central IBL units and at 
any regional collection where the average total daily transmit - 
receive time exceeds three hours. 

2. The three libraries sh ould not undertake the widespread 

installation of data communic ations equipmen t m the agen- 
cies and collections of their systems at this time. 

System-wide automation of interbranch loan procedures 
should follow, not precede, the libraries' development and 
implementation of computerized catalog production and main- 
tenance and circulation control. Such computerization would 
provide, in machine readable form, the system-wide holdings 
and circulation data that are essential to the accomplishment 
of significant innovations in the interloan services available to 

patrons of the libraries. 

The widespread introduction of telex or other data com- 
munications equipment prior to the availability of such central 
records would not so significantly reduce the time required to 
service interbranch loan requests as to justify either the equip- 
ment cost or the additional staff effort that would be required 
to operate and maintain such a complex network. 

In the event the libraries undertake the computerization of 
catalog production and maintenance or circulation control, the 
basic data processing system design associated with such com- 
puterization should include provisions for the eventual automa- 
tion of interbranch loan procedures. 
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Intersystem Loan 

1 . The three libraries should interconnect their central 
interbranch loan units with telex equipment and establish 
a cooperative procedure for intersystem loan as a logical 
extension of the interbranch loan services they provide 
public library patrons in New York City. 1 

Initially, this procedure should be restricted to the inter - 
s ystem se r v i c ing of - requests for material s on-int-e-rb ranch loan — 
that are not held by the system in which the requests originate. 
At its inception, the procedure should not include provisions 
for the placement of reserves in the donor system when ma- 
terials requested through intersystem loan are not available 
at the time requests are received. 

Inter system loan among the public libraries of New York 
City should be limited by the following regulations: a library 
should not request or be expected to lend categories of materials 
on intersystem loan that it will not provide on interbranch loan 
within its own system; and, a library should not request or be 
expected to lend specific materials on intersystem loan prior to 
the time when it makes those materials available on interbranch 
loan within its own system. 

The libraries should view any additional expenses resulting 
from the development of intersystem loan as the cost of provid- 
ing for their own patrons the expanded interloan services. 

2. A pilot project should be undertaken, as soon as possible 
after the introduction of intersystem loan, to test the 
desirab ility of inter system borrowing of immediately 
available material whenever the material to fill a patron’s 
request is held but not immediately available in the sys- 
tem in which the request originates. 



1 The two libraries with regional collections would transmit inter - 
system requests and responses on the telex equipment recommended 
for installation to connect their interbranch loan offices with those 
regional collections. 
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This project should be undertaken before consideration 
is given to any program for the placement of reserves in o^e 
system to fill interbranch J.oan requests originating in 
another. 

Requests for Holdings Information 

1 . The libraries should not employ the proposed data 

communications equipment to transmit system- ■ 

wide or city -wide holdings information in response 
to patron’s telephone or in-person inquiries . 

Patrons* requests for holdings information in a card cata- 
log system are best serviced by providing the patron with 
the union catalog telephone number. Additional advertise- 
ment of the three systems' union catalog telephone numbers 
can be expected to encourage patrons to utilize more di- 
rectly the resources of the systems in place of the initia- 
tion of interbranch loan requests. 

The implementation of the recommendations contained in this 
report may present the three systems with opportunities to\further 
standardize their interloan practices and data collection. Such op- 
portunities should be viewed as constituting the first stage in the 
eventual mechanization of these services in the public libraries of 
New York City. 
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Appendix A 

A 

BROOKLYN PUBLIC LIBRARY 



The Brooklyn Public Library is made up of 51 local service 
agencies; the central service agency, which is housed with the central 

admi nistrative offices of the library in the Ingersoll Building; the 

Business Library, a special collection housed with the Brooklyn Heights 
agency; four non-fiction backup collections, intended to supplement the 
non-fiction holdings of agencies and to provide for Jhe filling of non- 
fiction interbranch loan requests; and two bookmobiles. 



The 51 local service agencies of the system are currently di- 
vided for administrative purposes into three regions: the Borough Park 

region, to which 18 agencies are assigned; the King's Highway region, 
with 15 agencies'; and. the Williamsburgh region, with 18 agencies. 

Each region is administered from a regional office, housed with one 
of the service agencies in its region. Each regional office maintains 
a backup collection of non-fiction titles designed to augment the non- 
fiction holdings of the service agencies which are assigned to that 
regional office for interbranch loan purposes. These are, for the most 
part, the same agencies assigned to the regional office for administra- 
tive purposes, though the assignment of agencies to regional offices for 
interbranch loan purposes does not coincide completely with the assign- 
ment of agencies for administrative purposes. The 51 agencies are 
served by three delivery truck (interchange) routes; each agency on an 
interchange route draws on the regional office served by the same in- 
terchange route for its interbranch loan needs, regardless of its regional 
assignment for administrative purposes. 



Each regional office, in filling interbranch loan requests, draws 
not only on its regional collection but also on the collection of the agency 
with which it is housed. Since this is, in every case, a larger than 
average agency, the number of volumes which each regional office has 
available to fill interbranch loan requests is substantial. The King's 
Highway regional office, in addition to the King's Highway agency and 
the King's Highway regional collection, draws upon the bookmobile 
collection in filling interbranch loan requests. 










In addition to the three backup collections maintained at the re- 
gional offices, a fourth backup collection is maintained at the Interbranch 
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Lioan Office (I.BL) in the Ingersoll Building. This collection, like the 
three regional collections, is made up almost exclusively of non- 
fiction titles; it is intended to serve the entire systerri in filling non- 
fiction interbranch loan^ requests. The staff of the IBL office serves 
the system not only by filling interbranch loan requests from its own 
collection, but also acts as a central clearing house for routing inter- 
brafich loan requests which cannot be filled from any of the backup 
collections to other agencies. 



} 

i 



■ Table A- 1 sum marizes the book stocks of the four backup col- 
lections as of June 1965. ' d 



It should be noted that a second level of administrative orga- 
nization of service agencies coexists with the regional organization. 
Several of the larger service agencies in the system are designated as 
district libraries; these are staffed with professional librarians, and 
each one provides direction for no more than four agencies within its 
district. There were six such districts in December 1965, and several 
more are proposed. However, a number of service agencies remain 
unassigned to any district complex, and in any case, the assignment of 
an agency to a district does not affect its position with respect to cur- 
rent interbranch loan procedures. 

o 
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TYPES OF INTERLOAN REQUESTS 

Most materials normally circulated by the system may be made 
available to patrons through interbranch loan procedures. In addition, 
adults may request the library to secure materials not held in the 
system on interlibrary loan. Procedures for interlibrary loan con- 
form to the standards established by the American Library Association. 

There are four categories of interbranch loan requests. These 

are: 



1. author/title request — fora specific piece of 

\ material; 

2. subject request — for material in a specific area 
of knowledge; 

3. music score and foreign language title requests — 
for specific material in these categories; and, 

4. multiple copy request — for multiple copies of a 
particular title to serve discussion groups or 
special purpose projects. 



















Appendix A 
Dage 3 



\ 

< 

0) 



X 

rt 

H 









cn 

2 

O 



H 

U 

W 

o 

o 



Sh 

u 

2 

y 

a 

< 

< 

2 

O 

>-H 

O 

U 

o 5 



2 

O 



H 
U 

u w 
w. J 
05 J 
I O 
H U 



cn 

2 

O 



2 

8 



0 ^ 
U ® 



< 

2 

O 



2 

D 

W 

U 

O 

H 

w 

O 

O 

CQ 



>S 

J-t 

rO 

u 

X 



H 
U S 
u U 



m 

X) 

o 



05 

Ui 

H 



W 

2 

D 

•-> 



x 

d 

CL, 



c 

>> 



j«2 

o 

o 

u 

CQ 



a w 
w s 



H 

Q 

2 

< 



J 

^4 


X) _® 

g £ 
s -S 


in 




vO 


m 


O 


sO 


00 


rvj 


. 1 


O 


f— 4 


i t . 

Vf 


< 

H 


vO 


vO 

pO 


0 


0 


m 


r- 


«— 4 
00 


vO 


m 


cn 


0 


PO 

O 

* 


0 


T 1 * H 


^-4 


rvj 


pO 




00 


00 


00 




CO 


0 


p »4 


vO 

rvj 


H 


2 * 
< u 


to 




- vO 


sO 




rO 


- 




»-4 


vO 


rvj 






0 


00 


r- „ 


rO 


rvj 


O 


m 






00 


O 


O 




.3 


0 

pO 


vO 

in 




uO 

00 


X) 

no 


O 


0 


rvj 

00 


rvj 

in 


PO 




PO 

0 




■o. 


• 




~ 4 


A 
















* 




H 


00 




< 00 


. ^ 4 ' 


' 




rvj 


N 


H ■'* 






00 










*— 4^ « 


rvj . 




rvj 


in 










■* CD 












- 


*■ 














2 
























. 




W 


G 


00 


00 


0 




rvj 




0 


0 




0 


, O 


vO 


05 


■ 0 


n- 


vO 


' r t* 


sO 


X) 


0 


rvj 




rvj 


0 




\Q 


3 -H 


vO 


to 


rvj 


rvj 


vO 






00 


m 






rO 


Q 


0 ^ 






* 








«* 










- 


J 


2 ^ 


00 




O 


rO 




rvj 


sO 


m 






. 


rvj 


k 








_. _ j^ 4 . 




„*™i 


04 












hh 






/ 




















'T* 








. . / 














- 






U 








/ 


y 

+i 
















*. 




g 


*-4 


0 


_4 


O 


0 


sO 


m 


00 


0 


00 1 


O 






0 


pO 






00 




0 


00 










O 




• *H 


vO 






uO 




rO 


0 


0 




0 




m 










, t 


















« * 




u 

• rH 


O 




O 








m 


xT 




xT 




rvj 




k 














rvj 
















vO 


pO 


O 


O 


r- 


nJD 


rO 


m 


X) 










rt 


0 


O 


O 




0 


m 


_4 


m 


_4 


m 




O 






pO 


O 


O 


O 




m 


»^*4 


0 


O 


00 


. O 


^4 




0 






•« 


** 




•k 


A 














H 


pO 


—4 


in 


h- 


r- 




sO 


00 




vO 


^-4 


O 






pO 


_4 




PO 


<—4 


pi 4 


vO 


rvj 


•—4 




rvj 


n- 




























H 


i ^ 


PO 


O 


oO 






0 


00 






in 


0 


’) 

vO 


•-J 


e 0 


r^ 


vO 


m 


r- 




rvj 


O 


O 






m 




D 


0 ^ 


m 




m 


0 




vO 


—4 


o> 


00 




O 


rv} 




Jx U 




• 


•« 


A 


m 


«» 


M 


•» 


A 


m 






Q 




r\j 


*-4 




m 


r- 


m 


00 


0 




n- 


—4 


m -4 


< 


1*4 


r\i 




rO 


rvj 












PO 


, rvj 






c 


pO 


pO 


vO 


sO 


rO 


vO 


m 


*—4 


m 


sO 




00 

m 

00 




0 


pO 


pO 


O 


00 


00 


rO 


0 


m 




h- 


*—4 




•H 


r- 




r- 


0 




O 


0 


O 




0 






u 

•r 4 


0 




0 


m 




m 


CO 


0 




cn 




PO 


















^—4 












3 










r«H 


























>> 


rt 

C 

0 
• pH 

00 

OJ 

>N 

* 








^4 

m 








Collection 


>N 

u 

fi 

a; 

00 

< 

j* 

g 


a 

0 

•H 

00 

0 ) 

01 

A 

U 


--< 

5 

0 

H 

u 


u. 

c 

V 

00 

< 

>S 

aJ 


-Wheels 


13 

0 

H 

>N 

0 $ 


>N 

4 u 

C 

0 ) 

00 

< 

ja 
. 00 
u 


a 

0 

•H 

00 

0 ) 

ai 

ja 

00 

M 


Id 

44 

0 

H 

ja 

00 

M 


c 

(t 

3 


^-4 

<d 

4 ^» 

0 

H 

c 

0 

•p 4 

4 ~» 

u 






jd 


Jd 


J* 


XI 


J 3 


G 


ja 


3 


3 


3 


A 


0 ) 






(u 

A 


(l 

J 3 


(X 

J 3 


00 

•*H 

‘ I 


00 

•H 


0 

1 

S. 


00 

•H 

ac 


X 

CO 

c 


X 5 

CO 

c 


CO 

c 


cd 


4 

0 

0 






00 


00 


OO 


CO 

*00 


0 ) 

*00 




CA 

*00 


c 


C 


C 


M 






3 

0 
t ^ 


3 

0 


3 

0 


M 


.a 


a 

*■4 


.a 

*-•4 


X 

u 


M 

3 






H 

0 


0 


M 

0 


C 

• H 


c 

• H 


xa 

• H 


.s 




^3 


^3 


0 ) 

4 ^» 


0 


„; 




CQ 


CQ 


CQ 


2 




J 










5 


ti 




MMiM 













6 









JMauMS BPI 






>endix A 
j?age 4 



Classes of circulating material not generally available through 
interbranch loan include: urrcataloged materials, phonorecords , and 
pictures. Juvenile materials are available on interbranch loan, al- 
though the volume requested is relatively small. 



VOLUME OF INTERLOAN REQUESTS 

The bulk of the volume of interloan requests received by the 
system consists of author /title interbranch loan requests. Author/ 
title requests, which numbered 34, 696 in 1965, accounted for 60% 

of tHe~~5 7y28.7 ^ res e rve postal s filedby pat rons_i n th at year. Most 

of the remaining reserve postals represent requests for material 
that were filled at the point of filing and that, therefore, never en- 
tered the interloan process . . 

The other types of interbranch loan requests accounted for 
a much smaller volume of interloan activity than, did the author/ 
title requests, as the discussion below indicates. In the fiscal year 
ending June 1965, the library borrowed three titles on interlibrary 
loan for patrons of the system. 

Author/ Title Requests 

Table A -2 gives the numbers of author/ title interbranch loan 
requests received zLd filled at the regional offices in 1965. Table 
A-3 gives the numbers received at the IBL office in the same year 
and their disposition. 

Of the 31,771 author/title, requests received at the regional 
offices during the/year, 6,646 or 20.9% were filled at the regional 
level. The remaining 25*425 requests were forwarded to' the IBL 
office. The requests received from the regional offices together 

1 Each of the three regional collections includes some titles cla,s- 
sified as juvenile non-fiction. The IBL collection does not contain 
juvenile titles, hoWever. 

2 Number of reserve postals purchased by the system in 1965; taken^ 
as the best available approximation to the actual number of reserve 
postals filed during the year. 





ERIC 
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with 2,925 requests received directly from the central building made ■ j 

up the total of 28,050 requests received at the IBL office during 1965. 

Of the total requests received at the IBL office, 1,554 were 
filled f'rom the IBL collection; 3,379 were filled from the regional col- 
lections as a result of the IBL office telephone checks of the regional j 

collections (see section on Interbranch Loan Procedures); 15,678 were 1 

filled'Trom the main collection or from other service agency collections; 
and 7,439, or 26.5%, were unfilled. The last two columns in Table ^ j 

A-3 give the numbers and percentages of requests for titles held in the 
main collection only or in the main collection plus only one other coir 
lection. These requests were, respectively, routed only to main to be 
filled or routed initially to main. 

The 31,771 requests received at the regional offices, plus the 
2,925 requests, received at IBL directly from central service, make up 
the total of 34,696 author/title interbranch loan requests initiated in 
the system in 1965. Of that number, 27,257 requests, or 78. 6%, were 

filled. ' / * . | 

<j 

Subject Requests » ' j 

.* + *! 

Table A -4 gives the numbers of interbranch loan subject re- - j 

quests received at the regional offices in 1965 and the numbers of books j 

sent in response to those requests. No figures were maintained on the j 

number of subject requests filled in whole or in part as a result of the i 

books sent or of the number of subject requests forwarded to the subject 
divisions at the central building. Estimates made by library staff in- 
dicate, however, that one-half or ihore of the total of 1,086 subject 

requests received at the regional offices were sent to central to be ; j 

partly or completely filled. ‘ 

i 1 

i ,. A i 

Music Score, Foreign Language Title 
and Multiple Copy Requests 

Statistics on the number of requests for music scores, foreign 
language titles and multiple copies generated in the system in 1965 are I 

not available. Library personnel] however, estimate that the volume 
in each of these categories was small, music score requests approxi- • j 

mating 10 to 12 per month and foreign language title requests, 50 to 60 
per month. On the basis of an actual count made during the first quarter 
of 1966, it is estimated that multiple copy requests'average about 50 per : j 

month. j 
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INTERBRANCH LOAN PROCEDURES 

As has been indicated, a patron may initiate any one of four 
different interbranch loan requests. The procedures followed by 
system personnel attempting to fill each type of request are described 
below. 

Author/ Title Requests 

The hierarchy of searches, preparation of forms, system com- 
munications, and professional efforts that may result from an author/ 
title request are depicted in the flow chart on page A-18. 1 The reader may 
find it helpful to refer to this chart in conjunction with he following de- 
scription of these complex procedures. 

A patron may have a specific title in mind when he comes to an 
agency or he may identify a title he would like to borrow in the agency 
catalog. If the desired title is listed in the catalog, there are two 
questions to be answered. First, is the title available for circulation 
at that agency, or is it. for reference only? Second, if the title circu- 
lates, is it in the agency at that time? 

If the title is held by the agency, circulates, and is on the shelf, 
the book is charged to the patron and the process is at an end. If the 
book is not on the shelf, however, the title will be placed on reserve 
if the patron so desires. The reserve remains in effect for five weeks. 

If the book is returned to the agency within that time, the patron is 
notified by postcard and the book charged to him when he calls for it. 

If the book is not returned within the reserve period, the agency li- 
brarian attempts to obtain a copy for the patron on interbranch loan. 

The librarian will also attempt to obtain a copy of the title on 
interbranch loan if the title is not in the agency catalog, or if the agency 
copy is for reference only and there appears to be a chance that some 
other collection within the system may hold a circulating copy. To re- 
quest a title on interbranch loan, the agency librarian fills out an 

f It should be noted that in both the flow chart and the written material 
dealing with procedures for locating ma-terials in response to inter- 
branch loan requests the. usual methods employed for each type of re- 
quest are described. Each and every request, however, is not handled 
in exactly the same way. The procedure or sequence may be varied as 
necessary to fulfill more efficiently the particular individual request. 
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interbranch loan request slip, attempts to verify the author and title 
in Books in Print or some other bibliographical listing, and forwards 
the request slip to the regional office. 

\ •• ....... 

; When the request slip arrives at the regional office the title is 

checked against the holdings of the regional collection and against the 
" holdings of the agency which is housed in the same building as the 

regional collection. ^ If the title is held in either the regional collection 
. or the regional office agency collection and is on the shelf, the book is 

forwarded to the requesting agency which notifies the patron. If the 
[.• book is not on the shelf in the regional collection, it v/ill be placed on 

reserve; reserves are not placed against the regional office agency 
collection at this time. If the title is not held in any collection at the 

[ regional level, or is not available, the request slip is grouped with 

t other slips received from agencies in the region and forwarded to the 

Interbranch Loan Office (IBL office) at the central building regardless 
of whether the title has been placed on reserve at the regional col- 
lection. 

L When these request slips are received at the IBL office, they 

are combined with slips received from the other two regional offices ^ 
i and the slips received from the main collection at the central building. 



■-S 




S 




£ 



All the day's slips having been placed together, they are dated, 
counted and alphabetized by author. The interbranch loan librarian 
makes an initial check of the slips to segregate any requests for 
titles which were requested in the immediate past or which appear 
to involve especially difficult problems. After these processes have 
been completed the slips are set aside to be searched in the union cat- 
alog the next morning. 

When the request slip is checked against the holdings listed in 
the union catalog, the complete holdings information for the requested 
title is recorded on the slip, as well as the title's call number. Some 
holdings information may in fact be recorded on the request slip before 



5 

I ■ 





i 



1 To avoid confusion, an agency which is housed with a regional of- 
fice will be referred to as a regional office agency. 

2 Main is exactly like any other agency in the system with respect to 
the initiation of interbranch loan requests, except that its request 
slips are forwarded directly to the IBL office rather than to any 
regional collection. 
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it reaches the IBL office . If the requesting agency had placed a re- 
serve against its own copy and had subsequently determined the copy 
to be missing this information would be noted on the slip, as would 
holdings information generated at the regional level for titles held in 
either the regional collection or the regional office agency collection 
but not found on the shelves. 

After the union catalog search, the request slips are separated 
into groupings according to whether or not the titles are held in the 
system, and if so, where. Requests for titles determined to be held 
in the IBL collection are set aside for a shelf check; books found on 
the shelf are forwarded to the requesting agencies, while titles not 
found on the shelf are reserved, provided a reserve has not already 
been placed at the regional level. Requests for titles which are not 

held -vn—t4^e^4^L-^olLp_ rt inn but w hich are held in any one of the re gional 

collections or any of' the regional office agency collections are set aside 
for a telephone inquiry to the regional offices to determine availability 
on their shelves; any books so located are forwarded to the requesting 
agencies . 

Requests for titles which are not held in any of the regional col- 
lections or the IBL collection, but which are held in the main collection 
or any of the agency collections, are processed as follows. Those 
which are held by main only and those which are held by main and one 
other agency collection are sent directly to main where requests are 
filled for those title: which are found on the shelf. Titles which are 

not on the shelf are placed on reserve, provided a reserve has not 
been placed for that particular request at an earlier point in the pro- 
cedure. All request slips for titles which are held at main and one 

other agency are forwarded to the remaining holding agency whenever 
the desired book is not on the shelf at main. 

Requests for titles which are held at main and two or more 
other agencies, or which are not held at main but are held at at least one 
other agency, are initially routed to agencies other than main. (If 
main holds the title, it is last in the routing.) If there is only one hold- 
ing agency the request slip is, of course, routed to that agency. When- 
ever two or more agencies hold the title a decision is made by IBL 
personnel as to which agency will receive the request slip first. The 
first agency receiving the request slip in the routing from the IBL of- 
fice places the title on reserve if its copy is not on the shelf and if no 
prior reserve to fill the request has been placed* An effort is made in 
distributing the slips to avoid excessively burdening any one agency with 
reserves placed in this manner. 
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Once the routing of a request slip has begun, it continues until 
either the book is located on an agency's shelf or the slip has been 
routed to every holding agency. If the book is secured it is prepared 
for shipping and delivered to the requesting agency. If the request slip 
circulates to every holding agency and a circulating copy of the title is 
not located, the last agency in the routing returns the request slip to 
the requesting agency. Since the title will have been reserved at some 
point in the system, the requesting agency waits for this reserve to take 
effect. If a copv of the book is returned to the reserving agency within 
its reserve period, the book is forwarded to the requesting agency. If 
the book is not returned before the reserve lapses, the reserving agency 
so notifies the requesting agency by sending the interbranch reserve re- 
quest form to the requesting agency with an appropriate notation. Under 
these circumstances, the requesting agency decides whether or not to 
recirculate the request slip among the agencies in the system holding 
the title. This decision is based on the age of the request and whether 
or not the patron still wishes to obtain the book. 

Those titles which are, according to the initial search in the 
union catalog, not held in any collection in the system, are subjected 
to a separate set of procedures- For each such title a check is first 
made of the will/ will not order file. This file includes titles for which 
determinations to order or not to order have been made. 

If the title is listed as a "will not order" because it was not re- 
commended for purchase or because the library owns better material 
on the subject, the fact is noted on the request slip and the slip is re- 
turned to the requesting agency so that the patron can be notified. 

Tf thR title is list ed as a "will not order" because the library is 

waiting for an approval copy of the book or for a review ^of the book 
to appear, if the title is listed as a "will order, " or if the title is not 
listed in the will/will not order file, a check is made in the not re- 
commended file. This file lists all those titles not recommended for 
purchase by the library. If the title is found in this file the appropriate 
notation is made on the request slip and the slip returned to the re- 
questing agency so that the patron can be notified. 

If the title is not in the not recommended file , the request slip 
is checked against the on order file, which lists all those titles which 
have been ordered but not yet received. If the title is found in this file, 
the fact will be noted on the slip and the slip returned to the requesting 
agency. In this case the patron will be encouraged to place his reserve 
at a later date, as the book is expected to be available in the future. 



* 
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After all of the above checks have been made on titles not in 
the union catalog, the request slips which have not been returned to the 
requesting agencies with appropriate notations are forwarded to an 
assistant coordinator in the central building. If a title has not been 
successfully verified before it reaches this librarian, an attempt to 
do so is made, and the slips are categorized accordinf to appropriate 
subject divisions in the main collection. When this has been done, the 
slips are forwarded to the appropriate subject divisions, where the 
titles are considered for purchase, decisions to purchase or not to 
purchase made, and the results of the decisions noted on the slips. 
(Each librarian to whom one of these slips is routed attempts verifi- 
cation if no prior successful verification has been made). 

After a sj.ip has been checked by a division chief, it is for- 
warded to the library's adult coordinator who considers purchase of 
the title for the branch collections^ 

When the slips have been reviewed by an assistant coordinator, 
by one of the subject division chiefs, and by the adult coordinator, they 
are returned to the IBL office. The IBL librarian makes one final 
attempt at verification of any titles which have not yet been verified, 
and the results of the passage of the request slip through the hands of 
the several librarians are noted on each slip. The possible notations 
include the following: not in BPL, in process, not recommended, 

being reviewed, constant demand, withdrawn, missing, or reference 
only. When the notations on the slip are complete, a copy is made 
for the IBL office records, and the slip is returned to the requesting 
agency. 

% 

If a title is determined to be in process or is being reviewed, 
the patron is advised that he may reinstate his reserve later. If the 
title is for reference only, he is advised where the book may be con- 
sulted. If the title is in any one of the remaining five categories the 
patron is notified that the reserve is cancelled. 

Analysis of all the above procedures indicates that every 
effort is made to fill an author /title interbranch loan request from 
one of the backup collections (the IBL collection or one of the regional 
collections) before filling it from any agency collection, and that it will 
be filled from an agency collection other than main if possible. It is 
also important to note that the search for a requested title does not 
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cease when a reserve is placed for \the title requested. (The only ex- 
ception to this occurs at the requesting agency level. If the agency 
at which the patron initiates his author /title request owns a copy of 
the title and does not find it on the shelf, a reserve is placed and no 
further search takes place until the reserve has lapsed.) Since, in 
some cases, a reserve is placed on a title while the search for a copy 
continues, the possibility exists that the requesting agency may re- 
ceive two copies of a requested title. To minimize the possibility of 
this occurrence, the requesting agency notifies^the reserving agency 
that a copy of the requested title has been received and that the reserve 
should be cancelled. 



Subject Requests 



If a patron does not have a Specific title in mind but desires 
that a librarian select titles for him in a subject area, he may initiate 
■ a subje ct re quest on th e reference request slip. This request is filled 

* . . . • t J i 



from the regional collection to which the patron's local agency is as 
signed if, in the judgement of the regional librarian," it can be satis- 
factorily filled from that collection. If, in the judgement of the regional 
librarian, the regional collection does not afford sufficient holdings to 
satisfactorily fill the request, the reference request slip is forwarded 
to the appropriate subject division at the central building. 3 When the 
titles selected have been sent to the requesting agency from either the 
regional or the main collection, the patron is notified by means of the 
reserve postal and the titles are charged to him when he calls for them. 



Some subject requests are filled partly from the regional col- 
lection to which the requesting agency is assigned and partly from the 
main collection if, in the judgement of the regional librarian, the re- 
gional collection affords material which only partially satisfies the 
request. In this case, the material selected from the regional collec- 
tion is forwarded to the requesting agency with a note indicating that 
further material can be expected from main, while the reference re- 
quest slip is forwarded to the appropriate subject division at main with 
a notation indicating what material was supplied at the regional level. 



In some cases the regional librarian may identify reference 
only material in the regional office agency collection as being pertinent 
to the request, or it may be that materials identified at main as perti- 
nent to the request may be for reference only. In either of these cases, 
notification is forwarded to the requesting agency and the patron advised 
where the reference material can be consulted. 
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Music Score and Foreign Language 
Title Requests 



Interbranch loan requests for music scores or for foreign 
language titles are not sent through the normal interbranch loan chan- 
nels (regional office and IBL office) but are sent directly from the 
requesting agency to the appropriate special collection at the central 
library. 



Multiple Copy Requests 



A patron who belongs to a discussion group or a librarian in 
a service agency v/ho wishes, for example, to use multiple copies of 
one title in creating a book display may request multiple copies of a 






single title by initiating a multiple copy request. 



' v 



T cl initiate thi s request, the requesting agency must forwa rd 



two copies of the interbranch request slip directly to the IBL office 
28 days before the copies are needed, with notations indicating the num- 
ber of copies needed and the number available at the requesting agency. 
Upon receipt at the IBL office, the union catalog is checked to deter- 
mine which agencies hold, the title, and the request slip is duplicated 
so that a copy can be sent simultaneously to each of the holding agencies. 

In each holding agency if the book is on the shelf it is forwarded to the re- 
questing agency. If the book is not on the shelf, the request slip is held on 
the holding agenfcy’s reserve panel until either the book comes in or the 
date for which the title was requested elapses. 



The Reserve Panel 



Each collection in the system maintains a reserve panel. If 



the collection is an agency collection, three types of cards will be dis- 
played on the panel: the reserve postal, which represents a reserve 

being held for a local patron; the interbranch request reserve slip*; 
which represents a reserve being held for another agency; and the in- 
ventory form, which is substituted on the panel for the reserve postal 
or the interbranch request reserve slip in case a reserved book is not 
returned to the agency within the reserve period. If the collection is 
a backup collection, reserve postals will not appear on the panel be- 
cause the collection does not serve local patrons directly. 



When a book is returned to any collection, the title is checked 
against the reserve panel. (Cards and slips are posted on the panel in 



f. 
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alphabetical order by author. ) If a reserveis being held for the title 
the request will be filled, and if not the book will be re-shelved. 

Clearing the Reserve Panel. Once each month each agency 
in the system assigned to a region lists the call numbers oi all the titles 
represented on its reserve panel by reserve postals and transmits this 
list to its regional office. Each agency assigned to a region is given 
a specific day of the month on which to perform this t|isk sd that panel 
requests from only one agency will arrive at the regional office on any 
given day. The regional collection is searched for the titles requested 
in this manner and the books which are found sent to the requesting 
agency. No further action' is taken at the regional level on those titles 
not located in the regional collection, and the reserves on those titles 
at the requesting agency remain in effect. 

Titles represented on an agency's reserve panel represent, 
of course, titles which the agency owns; cleaning the panel is an attempt 
to hasten the process of getting the book to th$ patron, though it is true 
that the extent to which a particular reserve request will benefitTrom 
this step depends on the day of the month on \yhich the reserve is initi- 
ated. If the reserve is placed a day before the’ service agency clears 
its panel, the title will be searched at the regional office the next day; 
while if the reserve is placed the day after the panel is cleared, nearly 
a month will elapse before the title is searched in this manner at the 
regional level. ^ 

The panel clearing process involves only titles represented on 
the panel by reserve postals because, first,,? requests for titles not 
owned by the requesting agency (reserve postals representing such titles 
are not kept on the reserve panel but in a separate file) are searched 
at the regional level immediately after they are initiated, and second, 
res erves being held for other agencies (represented:’ on the panel by . 
interbranch request reserve forms) have already been processed through 
the regional and IBL levels and have therefore been searched at any re- 
gional collection holding the titles. 

Just as each agehcy assigned to a region clears its panel once 
a month at the regional office, the regional office clears its reser ve 
panel once a month with the main collection, though in this case every 
item on the panel is included in the check against main. 

c . The mai ni collection clears its panel once each month with each 
of the regional collections; here, once again, only those reserves repre- 
sented on the panel by reserve postals are cleared. 
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« 

^Duplicate Requests 

If an agency which has initiated an author /title interbranch 
loan request has received no notification of any action taken on the re- 
quest within two weeks after the date on which the request was made, 
it is authorized to submit a duplicate request. This request is sub- 
mitted in exactly the same manner as the original request and goes 
through the same procedure, with the exception that both the date of 
the original request and the date of the duplicate request are indicated 

on the request slip. 



INTERBRANCH LOAN COMMUNICATIONS 

I „ . * 

With the exception of the telephoned messages between the IBL 
_ office and the regional offices to check regional shelves for titles iden- 
tified in the 'search at the union catalog as being in regional or regional 
office agency collections, all messages transmitted from agency to 
agency for interbranch, loan are sent through the library's interchange 
system. This systeip consists of three truck delivery routes, each • 
corresponding for the most part to one of the three library regions. 

Each route begins at central shipping daily (Monday through Friday), 
goes directly to the regional office, proceeds to each of the agencies 
assigned to the interchange route, returns to the. regional office, and 
then returns to the central building. 

The speed with which an interbranch loan request; can be filled 
depends to a large extent on the speed of communications among agen- 
cies, and the speed of communications among agencies depends to some 
extent on ; the structure of the interchange system. For instance, if a 
request slip is initiated at the requesting agency early in the day— before 
the inter change route call has been- made it. can be receive^d^tthe^re - 
gional office or even at -the IBL office that same day, but if the request 
is made after the route call has been made, the request slip will have 
to wait until the next day to be transmitted. Another exaipple is pro- 
vided when a holding agency forwards a book to a requesting agency, 
this transfer can take place in one day if the requesting agency is OI * 
thesjyane route as the holding agency and if the route stop at the holding 
agency is made before the stop at the requesting agency. If the stop at 
the holding agency is made after the stop at the requesting agency the 
book will have to wait overnight for delivery, while if the agencies are 
on different routes, the book will have to go back to central shipping or 
transfer to another route. 




Request slip delivered 
to regional office 




The reserve postal will inform the patron that the title is either unavailable in the system, that it is unavailable 
at this time and he should try again at a later date, or that the title iV available for reference at indicated 
agencies . 

At this point, reserves are placed only at the regional collection and not at the regional office agency collection. 
Whenever a title is reserved, processing of the request slip continues through the system as indicated by the 
two lines emanating from this box. 

If a title is held in the main collection in addition to being held in two or more other agency collections, the 
request slip will be routed to main only after the title has been searched and found not on the shelf at all the 
other holding agencies. If the title is held at main only it will of course be routed to main, while if t is held at 
main plus only one other agency, it wil 
routed to any other holding agency. 



i/ill be routed to main first. Titles not held at main will of course be 
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TIME REQUIRED TO FILL INTERBRANCH 
LOAN REQUESTS 

Assuming that a copy of a requested title is held in the system, 
the time required to fill an interbranch loan request may vary from 
two or three days to eight weeks or more, depending on where copies 
are held and how much processing the request slip must undergo before 
the request can be filled. Most request slips are received at a regional 
office on the day after they are initiated at a patron's local agency, if 
the requested title is held in the regional or regional office agency col- 
lection and is on the shelf, the book can be back at the requesting agency 
on the second day after the request is initiated. On the other hand, if .i 
a request slip is forwarded to the IBL office, and the title is held in 
either the IBL collection or the main collection and is placed on reserve 
at one of these collections, as much as eight weeks can elapse before 
any further action is taken on the request since both the IBL and main 
collections hold reserves for eight weeks. 



FORMS USED IN INTERBRANCH LOAN 

1. The Reserve Postal. This form, addre ssed by the patron 
to himself, is used to notify him of the disposition of his 

request. 



Coll No. 



Author 



Title 



teierve Date 



Not Needed After 



Dot# of Notice 



BROOKLYN PUBLIC LIBRARY wishes to inform you that this book is: 

□ NOW RESERVED at the agency indicated on reverse side of this card 
and will be held for you at the Charge Desk until 6:00/9:00 P.M. of 



this date - 

PLEASE BRING THIS POSTAL AND YOUR LIBRARY CARD. 

□ NOT AVAILABLE in any agency at this time. 

| | NOT for general circulation; but MAY BE CONSULTED at 



□ 

262-64 



r 
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2 . 



The Interb ranch Request Slip. This slip is used for 
author /title requests, for sheet music or foreign 
language title requests and for multiple copy requests 



BROOKLYN PUBLIC LIBRARY • Interbranch Request Slip 



Agency 



Original Date 



Dup Request Date 



Call Number 



Author 7_ 
Title _ 



Verified in 



Could not 
Verify in . 



j 2 3 4 5 21 22 23 24 25 26 27 28 29 30 31 32 

33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 43 49 

50 51 52 53 54 5 5 56 57 59 60 61 62 63 64 6 5 66 67 

68 69 70 71 72 73 74 75 76 77 78 79 80 (ovei) 

258 4-65 48M 



F 

R 

O 

N 

T 



B 

A 

C 

K 



Data 



INTERBRANCH LOAN DEPT. USE ONLY 

Not in BPL Constant Demand #< Wi ’ Mr * W " 

In Process Missing Reference 

Not Recommended Being Rev iewed 

To: Main Division 

Please Check Proper Designation: 

JI M n j., r Will Not Order Because: .... 

° d Out of Print Better Material Available 

Will Order School Teat Cannot Be Verified 

82£ ^Return" This Slip to Asst. Coordinator II Within 3 Day. of Date 
Stamped Above. 



Oat* 



To: 



A««ncy 



Please Notify Patron: 

Reserve Cancelled R«f“«* U, *r 
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3. The Interbranch Reserve Book Slip. 
The book s-lip at right is used by re- 
gional office personnel to indicate 
the destination of a book which is 
being sent to a requesting agency in 
response to the telephone check of 
the regional offices carried out by 
the IBL office. (In all other cases, 
the destination of a book being sent 
to fill an interbranch request would 
be indicated by inserting the request 
slip or the request reserve in the 
book. ) 



6. The Interbranch Reference Request. 
The form below is used to initiate a 
subject request. 



TO FILL 

INTERBRANCH REQUEST/RESERVE 



BROOKLYN PUBLIC LIBRARY 
INTERBRANCH RESERVE BOOK SLIP 



265-64 (it) 

(. 



BROOKLYN PUBLIC LIBRARY — INTERBRANCH REFERENCE REQUEST 

Agency Dote Reg. No 

Please supply information on: 



For biographical material, give full name, dates, 
USE (check one) 

Adult Student 

Business College 

Recreation High School 

Study Term Paper 



nationality, etc. 

LEVEL 
Elementary ... 
Intermediate 
Advanced .... 



Matt 

Attignmtnl (Rtf.) 
257 ■ 64 



School 

Date needed by 





BROOKLYN PUBLIC LIBRARY - INTERBRANCH REFERENCE REPLY 
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o 

ERIC 



c 

US 

i 
















INTERLIBRARY LOAN REQUESTS 



As has previously been indicated, the volume of interlibrary 
loans processed by the system for its patrons is negligible. In 1965, 
the library filled three interlibrary loans originated by patrons. During 
the same year, the system lent 405 items on interlibrary loan to fill 
requests received from other libraries. 



TELEPHONE CALLS TO UNION CATALOG 



The library maintains a service enabling patrons to make tel- 
ephone calls directly to the union catalog to determine whether or not 
a particular title is held in the system and, if so, where. There were 
10, 784 of these calls in 1965, involving 12, 976 titles, of which 9, 924,* 
or 76. 5%, were held in the system. Table A-5 gives' the union catalog 
calls in 1965 by month. 



When a title for which holdings information is requested over 
the telephone is not listed in the union catalog, a form is completed 
which lists the author, title, and date of publication if these can be 
determined. Consideration can then be given to purchasing the title in 
question. 



1 i 



/ 

/ 


















J : ■" 
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Table A- 5 



TELEPHONE CALLS TO UNION CATALOG FOR HOLDINGS INFORMATION 

V 1965 

► - 1 

i 

! v Brooklyn Public Library 

U ' • . : 



5 * 

Month 


Calls Received 


Titles Requested 


Requested Titles 
Listed ^ 




_ 


, 


Number 


Percent 


January 


r 646 


815 


623 


76. 4 


F ebruary 


1,039 


1,460 

i 


1, 106 


75.8 


March 


895 


1 ,213 


922 


76.0 


April 


1,109 


1,470 


1, 136 


77.3 

c< 


May 


683 


886 


673 


76.0 


Jun.e 


593 


775 


555 


71 . 6 


July 


693 


980 


739 


75.4 


August 


464 


603 


448 


74. 3 


September 


783 


1,131 


858 


75. 7 


October 


922 


1,273 


1,006 


79.0 


Novembe r 


7 59 


996 


781 


78.4 


* December 


967 


1,374 

*> • 


1 , 077 


78.4 


Total 

■ y 


10,784 


12,976 


9,924 


76. 5 



o 

^.ERiC 
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QUEENS BOROUGH-PUBLIC LIBRARY 



A variety of inter loan services are available to the patrons of 
the Queens Borough Public Library through the system's central library, 
its 5,3 agencies and three bookmobiles. The system does not maintain 
regional collections specifically designed to backstop the collections of 
local agencies. Nor does the system have at the central building a col- 
lection for the exclusive purpose of servicing the interloan requests 
received in the system. ^ 



TYPES OF INTER LOAN 



Most materials normally circulated by the system may be 
made available to patrons through interbranch loan procedures. In ad- 
dition, commercial firms and adults engaged in serious research may 
request the library to secure materials not held in the system on inter- 
library loan. Procedures for interlibrary loan conform to the standards 
established by the American Library Association. 

There are four categories of interbranch loan requests. These 

are: 



1. author/title request — for a specific piece of 
material; 

2. subject request — for material in a specific area 
of knowledge; 

3. picture request — for material illustrating a par- 
ticular area of knowledge; and, 

4. multiple copy request — for multiple copies of a 
particular title to serve discussion groups or 
special purpose projects. 



1 Such a collection, the Interloan Collection, was maintained at the 
system's old central building. With the move to the new building in 
April 1966, the Interloan Collection was disbanded and its holdings 
distributed among the subject divisions at the new central library. 

At the time of its dismantling, this collection contained some 53,000 
volumes. 












B 



Books, documents, pamphlets, periodicals, foreign language 
title 3 and music scores are available through author /title requests. 
Classes of circulating material not generally available through inter- 
brp.nch loan include: uncataloged fiction, such as mysteries, westerns 

and science fiction works; titles cataloged during the preceding three 
months ^ or titles which are currently "very popular;” phonorecords ; 
and juvenile materials. 



VOLUME OF INTERLOAN REQUESTS 

It is estimated that during the period March 1965 through 
February 1966, the system originated 18 interlibrary loan requests and 
46, 555 interbranch loan requests. Approximately 82% of all requests 
received were filled. Table B-l contains the summary statistics of 
the library's interloan experience for the period. As can be seen from 
the table, author /title requests constitute the great bulk of all inter- 
branch loan requests and exhibit the highest percentage of requests 
unfilled. i 



The above 46, 573 estimated total requests account for 36. 8% 
of all reserve postals filed by patrons during March 1965 — February 
1966. The remaining reserve postals represent requests for material 
that were filled at the point of filing and that, therefore, never entered 
the interloan process. 



INTERBRANCH LOAN PROCEDURES 



As has been indicated, a patron may initiate any one of four 
different interbranch loan requests. The procedures followed by sys- 
tem personnel attempting to fill each type of request are describedbelow 

Author/Title Requests 

The hierarchy of searches, preparation of forms, system 
communications and professional efforts that may result from an 
author/title request for a book in English are depicted in the flow chart 



1 Effective June 1966; previously, a title was not considered available 
for interbranch loan during the six month period following the date 
on which it was cataloged for the system. 
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Table B-l 

INTERLOAN REQUESTS 
MARCH 1965 - FEBRUARY 1 9 66 a 

Queens Borough Public Library 



Type 


Total 


Filled 


Unfilled 


Interlibrary Loan 








Numbe r 


18 


16 


2 


Pe rcent 


100.0 


88.9 


11.1 


Interbranch Loan 








Author/ Title 


1 






Number 


39, 518 


31 , 624 


7,894 


Pe rcent 


100.0 


80.0 


20.0 


Subject 








Numbe r 


4,737 


4,283 


454 


Percent 


100.0 


90.4 


9.6 


Picture 








Numbe r 


2, 300 b 


2, 1 85 b 


1 1 5 b 


Pe rcent 


100. 0 


95.0 


5.0 


Total All Requests 








Numbe r 


46, 573 


38, 108 


8,465 


Percent 


100.0 


81 . 8 


18.2 

L- 



a Derived from the library's records and research undertaken in conjunction 
with system personnel. B 

b Estimates based on the available statistics. 
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on page B-12. * The reader may find it helpful to refer to this chart in 
conjunction with the following description of these complex procedures. 
The methods followed in filling requests for specific foreign language 
materials, periodicals, pamphlets and documents are generally simi- 
lar to those used to secure specific books in English. The instances 
wherein the procedures differ importantly are explained below. 

A patron may have a specific title in mind when he comes to 
an agency or he may identify a title he would like to borrow in the 
agency catalog. If the desired title is listed in the catalog, there are 
two questions to be answered. First, is the title available for circu- 
lation at that agency, or is it for reference only? Second, if the title 
circulates, is it in the agency at that time? 

If the title is held by the agency, circulates and is on the 
shelf, the book is charged to the patron and the process is at an end. 

If the book is not on the shelf and the request is not a rush request, ^ 
the librarian determines whether the title is on loan or has some other 
status. If the title is on loan or on order, a reserve is prepared and 
placed on the reserve board. The reserve remains in effect for five 
weeks. If the book is received at the agency within that time, the 
patron is notified by postcard and the book charged to him when he 
calls for it. If. the book is not received within the reserve period, the 
agency librarian attempts to obtain a copy for the patron on inter - 
branch loan. 



1 It should be noted that in both the flow chart and the written material 
dealing with procedures for locating materials in response to inter- 
branch loan requests the usual methods employed for each type of 
request are described. Each and every request, however, is not 
handled in exactly the same way. The procedure or sequence may 
be varied as necessary to fulfill more efficiently the particular 
individual request. 

2 A rush request is one wherein the title is wanted in about five days. 

3 A major exception to this procedure applies to reserves placed at 
the central library for in-person patron requests at the central 
library. These reserves are held for two months. If the book 
sought has not become available by the end of that period the re- 
serve is cancelled and no further action taken to fill the patron’s 
request. 



